
 

HRD-SS-FRM-006 Reclassification Application Form 2015 April Page 1 of 5 

HUMAN RESOURCES DIVISION 
Staff Services 
 

Reclassification Application Form 
 

This form is to be used when it is proposed that a Professional Services staff member be reclassified between Levels 
1/2, 3/4, 5, 6/7 and 8/9. 
 

Applications for reclassification can only be made to the next classification level. Progression over the competency 
bar (from Step 4 to Step 5) for Levels 1/2, 3/4 and 6/7 is achieved through competency based progression.   
 

 

Reclassification Requirements 
 

Reference should be made to the University of Wollongong (General Staff) Enterprise Agreement 2014 clause 14 
and Work Level Descriptors, Schedule C, and the Professional Services Staff Promotion and Reclassification 
Policy. 
 

 
 

Employee Details 
 

Last Name  First Name  

    

Employee Number  Position Title  

    

Faculty/Division  School/Unit  

    

Current Level  Proposed Level  
    

 

 
 

To be eligible for reclassification the supervisor must confirm the following requirements: 
 

The employee’s responsibilities and accountabilities have been significantly increased by   
ongoing change to their current position, AND  

 

The employee is consistently required to perform duties at the higher level and is likely to continue  
to do the same in the future, OR  

 

The employee is consistently performing their duties at a level in excess of what would normally  
be required at their current position level  

 
 

 
 

Please ensure relevant supporting documentation, including the following, is attached: 
 

 Current position description and proposed position description (including requested change  

of title if appropriate)  
  

 Current performance planner that substantiates the duties being performed at the higher level  

  

 Background information on the operational/technical or other changes that have resulted in   

the position evolving to the higher level with the timeframe in which this occurred (if applicable)  
 
 

 
 

Assessment of the reclassification application will be made based on the Work Level Descriptors in the University 
of Wollongong (General Staff) Enterprise Agreement 2014 
 (Schedule C). 
 

Examples and evidence 
Provide examples and evidence of how performance is consistently demonstrated in the workplace for ALL of the 
criteria. 
 

Supporting Documentation 
Supporting documentation should further illustrate the reasons for the reclassification. It is not required for all 
criteria but is recommended. 
 

https://intranet.uow.edu.au/content/groups/public/@web/@personnel/documents/doc/uow186195.pdf
http://www.uow.edu.au/about/policy/UOW058681.html
http://www.uow.edu.au/about/policy/UOW058681.html
https://intranet.uow.edu.au/content/groups/public/@web/@personnel/documents/doc/uow186195.pdf
https://intranet.uow.edu.au/content/groups/public/@web/@personnel/documents/doc/uow186195.pdf
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Training and Qualifications 

Examples and Evidence 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supporting Documentation 
 

 
 
 
 

HR Endorsement 
 

Meets requirements of Work Level Descriptors Yes  No  
 
 

 

Level of Supervision 

Examples and Evidence 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supporting Documentation 
 

 
 
 
 

HR Endorsement  
 

Meets requirements of Work Level Descriptors Yes  No  
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Task Level 

Examples and Evidence 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supporting Documentation 
 

 
 
 
 

HR Endorsement 
 

Meets requirements of Work Level Descriptors Yes  No  
 
 

 

Organisational Knowledge 

Examples and Evidence 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supporting Documentation 
 

Faculty / Division Organisational Chart  

 
 
 

HR Endorsement 
 

Meets requirements of Work Level Descriptors Yes  No  
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Judgement, Independence and Problem Solving  

Examples and Evidence 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Supporting Documentation 
 

 
 
 
 

HR Endorsement 
 

Meets requirements of Work Level Descriptors Yes  No  
 
 

 
 

Employee 
 

I confirm that I have been performing the duties as detailed above  

 

Signature  Date  
   

 
 

 
 

Supervisor Approval 
 

Name  Position  

    

Signature  Date  
    

 

 
 

Head of School / Unit Approval 
 

Name  Position  

    

Signature  Date  
    

 

 
 

Executive Dean / Director Approval 
 

Name  Position  

    

Signature  Date  
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Human Resources Information (HR Use Only) 
 

The employee has been at the top of the current level for more than 12 months  

  

Performance planner has been completed and attached  

  

Previous reclassification and promotion submission is attached (if applicable)  

 

Date commenced at UOW  

 

Date commenced in position  

 
 

Details of previous appointments (if relevant): 
 
 
 
 
 
 

 

Higher duties allowance has been paid to the employee* Yes  No  

 
 

*Details of higher duties: 
 
 
 

 

The new position description and supporting evidence for reclassification are  Yes  No  

consistent with the Work Level Descriptors for the proposed level     

 

The reclassification and promotion application meets the requirements of the  Yes  No  

Professional Services Staff Promotion and Reclassification Policy     

 

Recommended  Level and Step  Effective Date  
 

 

Comments: 
 
 
 
 

 

Name  Position  

    

Signature  Date  
 
 

 
 

Human Resources Director Approval 
 

Approved Yes  No  

 

Name    

    

Signature  Date  
    

 

 

http://www.uow.edu.au/about/policy/UOW058681.html
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